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A. 

GENERAL 
DUTIES 
OF  ELECTION 
OFFICERS 


Al. 

ELECTION  OFHCERS  ASSIGNED  TO 
EACH  POLLING  PLACE 

Each  precinct  must  have  assigned  to  it  a 
warden,  clerk  and  two  inspectors  (four  in 
cities  unless  the  clerk  determines  that 
fewer  inspectors  are  needed).  In  addition, 
precincts  may  have  a  deputy  clerk,  deputy 
warden,  additional  inspectors  as  are 
needed  to  run  the  election  and  as  many 
tellers  as  are  necessary  to  count  the  votes 
after  the  election.  (Some  clerks  refer  to 
tellers  as  counters;  for  purposes  of  this 
handbook  all  vote  counters  will  be 
referred  to  as  tellers.) 

A2. 

ELECTION  OFHCERS  MUST 
REPRESENT  POLITICAL  PARTIES 

Within  each  precinct  the  election  officers 
must  equally  represent  the  two  leading 
politicad  parties.  However,  two  of  the 
officers  in  each  precinct  may  be 
independents  or  members  of  political 
parties  other  than  the  leading  ones. 

The  warden  and  deputy  warden  must  be 
from  the  same  party  and  represent  a 
party  that  is  different  from  that  of  the 
clerk  and  deputy  clerk.  No  more  than 
half  the  inspectors  may  be  from  the  same 
party. 


A3. 

WARDEN:  GENERAL  DUTIES  AND 
AUTHORITY 

The  warden  is  the  chief  election  officer 
at  the  polling  place.  The  warden 
supervises  the  other  precmct  election 
officers  before  the  polls  open,  dunng  the 
election  and  during  the  vote  count.  The 
warden  is  responsible  for  maintaimng 
order  and  handling  violations  of  election 
law  by  election  officers  or  others.  The 
warden  may  use  police  assistance  when 
necessary. 

The  warden  must  make  certain  that  the 
required  materials  are  available  and 
posted  in  proper  places  and  In  quantities 
dictated  by  law.  The  warden  assigns 
other  election  officers  to  therr  stations 
and  designates  their  schedule  for  breaks, 
meals  and  for  voting.  The  warden  should 
see  that  no  unauthorized  persons  are 
within  the  guard  rail  and  that  no 
campaign  material  is  inside  or  within  150 
feet  of  the  door  to  the  polling  place. 

It  is  the  warden  s  responsibility  to 
prevent  interference  with  the  voting 
process  and  to  help  voters  m  accordance 
with  the  law.  The  warden  sees  that  no 
smoking  occurs  m  the  polling  place  and 
that  intoxicatmg  liquors  are  not  present. 
The  warden  is  responsible  for  completion 
of  forms,  handling  of  challenged  ballots 
and  ensurmg  that  voters  omitted  from 
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lists  are  properly  helped.  The  warden 
makes  sure  that  voting  machines  and 
specimen  ballots  and  instruction  cards  are 
not  tampered  with  and  that  no 
unauthorized  information  is  given  out. 
The  only  figure  that  may  be  given  out 
during  the  election  is  the  number  of  the 
last  Voting  Authority  Certificate  or  on 
the  public  counter.  The  warden  may 
designate  a  qualified  election  officer  to 
be  in  charge  if  he  or  she  leaves. 


A4. 

CLERK: 


GENERAL  DUTIES 


The  election  clerk  keeps  a  record  of  all 
facts  relating  to  the  proceedings  of  the 
election  required  by  law  to  be  recorded. 
The  clerk  notes  any  unusual  happenings 
such  as  challenged  voters  or  ballots  and 
inoperative  machines  during  the  conduct 
of  the  election.  The  clerk  is  responsible 
for  maintaining  the  Election  Record, 
filling  out  forms  and  adding  vote  totals 
for  each  candidate  on  the  total  tally 
sheet.  The  clerk  reads  and  records  the 
voting  machine  protective  counter  and 
checks  the  public  counter  before  and 
after  the  election. 

The  clerk  and  warden  are  to  be  from 
different  political  parties. 

The  clerk  should  check  that  machine  and 
absentee  tally  sheets  have  proper  names 
and  precinct  numbers  on  them  and  that  all 
envelopes  have  correct  numbers  on  them. 
The  clerk  should  be  familiar  with  all  the 
forms.  The  clerk  should  make  sure  that 
there  is  a  well-lighted  area  and  a  large 
table  at  which  to  work  when  the  poUs 
close.  The  clerk  should  have  an  adding 
machine.  If  an  adding  machine  is  not 
available  during  the  day  the  clerk  should 
see  to  it  that  an  adding  machine  is 
available  by  the  time  the  polls  close. 


AS. 

INSPECTORS: 


GENERAL  DUTIES 


announces  the  names  of  voters  as  they 
come  in.  The  other  hands  each  voter  a 
Voting  Authority  Certificate  and  directs 
voters  to  the  machines.  It  is  suggested 
that  inspectors  alternate  duties  durmg  the 
day  and  that  all  are  available  during  rush 
hours. 


A6. 

TELLERS  (COUNTERS): 
DUTIES 


GENERAL 


Tellers,  if  needed,  work  after  polls  close. 
They  may  not  go  inside  the  guard  rail, 
except  to  vote,  until  then. 

A7. 

VOTING  MACHINE  CUSTODIANS 

In  some  communities  the  town  clerk  sets 
up  and  maintains  the  machines,  but  in 
other  communities  there  are  voting 
machine  custodians.  Custodians  are  in 
charge  of  the  preparation  and  upkeep  of 
voting  machines.  They  are  in  charge  of 
setting  up  the  voting  machines  prior  to 
the  opening  of  the  poUs  and  removing 
them  afterwards.  If  they  are  requested 
by  the  warden  to  make  repairs  or 
adjustments  during  the  election  they  must 
make  the  repairs  in  the  presence  of  at 
least  two  election  officers. 

A8. 

TYPES  OF  MACHINE  COUNTERS 

Public  Counter  -  This  counter  is  placed  on 
zero  before  every  election  by  the  machine 
custodians.  It  tells  election  officials  how 
many  people  have  actually  voted  on  a 
particular  machine  on  election  day. 

Protective  Counter  -  This  counter  is 
perpetually  tallying  the  number  of  votes 
recorded  during  a  particular  machine  s 
lifetime.  The  number  on  this  counter 
must  be  recorded  before  and  after  every 
election  in  the  clerk's  Election  Record 
and  on  the  #7  key  envelope. 


Vote  Counters  -  These  counters  tally  the 
number  of  votes  for  a  candidate  during  an 
election.  The  counters  should  be  on  zero 
before  the  election. 


Inspectors  are  assigned  to  duties  by  the 
warden.  Two  inspectors  of  different 
political  parties  are  assigned  to  the 
check-in  area  at  the  entrance  to  the 
voting  area.  One  checks  off  and 

Note;  City  and  town  clerks  are  responsible  for   the  conduct  of  elec  tions  in  most  communities.  In 
many  cities  and  in  some  towns  an  election  commission  is  the  chief  election  authority  in  that  commun 
In  this  handbook  all  references  to  city  and  town  clerks  should  be  understood  to  include  election 
commissioners.  7 


B. 

BEFORE 
THE  POLLS 
OPEN 


Bl. 

ELECTION  OFHCERS  REPORT  TO 
POLLING  PLACE 

All  election  officers  must  report  to  work 
at  the  polling  place  at  least  half  an  hour 
before  the  polls  open  and  are  sworn  in 
before  beginning  to  work.  Be  sure  to  be 
ready  to  open  the  polling  place  on  time. 

B2. 

REPLACEMENT  OF  ELECTION 
OFFICERS 

If  a  warden  or  clerk  assigned  to  a  polling 
place  fculs  to  appear  the  city  or  tovvn 
clerk  should  be  notified.  Replacements 
will  be  sent,  or  a  deputy  warden  or  deputy 
clerk  will  be  designated  as  the 
replacement. 

B3. 

SUPPUES  TO  POLLING  PLACE 

Know  the  location  of  the  polling  place  to 
which  you  are  assigned.  Supplies  will  be 
delivered  to  the  poUing  place.  Review 
the  check-list  to  be  sure  you  have  all 
materials.  If  you  do  not  have  all  your 
supplies,  call  the  city  or  town  clerk. 
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SUPPLY  LIST 


1.  SPECIMEN  BALLOTS 

ELECTIONS  -  10  SPECIMEN  BALLOTS,  3  OF  WHICH  MUST  BE  POSTED 
3  COPIES  OF  BALLOT  QUESTION 

(USUALLY  INCLUDED  ON  SPECIMEN  BALLOTS) 
PRIMARIES  -  3  SPECIMEN  BALLOTS  FOR  EACH  PARTY 

2.  3  "INSTRUCTIONS  TO  VOTERS"  CARDS  (AT  LEAST) 

3.  3  "PENALTIES  UPON  VOTER"  CARDS 

4.  "NO  SMOKING"  SIGNS 

5.  ENTRANCE  AND  EXIT  SIGNS,  IF  ANY 

6.  WARD  AND  PRECINCT  SIGN(S) 

7.  KEYS  FOR  MACHINES  (IN  ENVELOPE  WHICH  HAS  THE  NUMBER  AND  LOCATION 
OF  THE  PRECINCT.  NUMBER  OF  THE  VOTING  MACHINE,  SEAL  NUMBER,  AND 
NUMBER  OF  THE  PROTECTIVE  COUNTER  ON  IT) 

8.  NUMBERED  VOTING  AUTHORITY  CERTIFICATES  (ONE  FOR  EVERY  REGISTERED 
VOTER  IN  THE  PRECINCT) 

9.  RECEPTACLE  FOR  VOTING  AUTHORITY  CERTIFICATES 

10.  DEMONSTRATION  VOTING  MACHINE 

11.  BALLOT  BOX  AND  KEYS 

12.  ABSENTEE  BALLOTS  TO  BE  USED  IF  MACHINES  FAIL  OR  AS  CHALLENGED 
BALLOTS 

13.  VOTING  UST 

14.  SUPPLEMENTARY  VOTING  LIST 

15.  LIST  OF  REGISTERED  ABSENTEE  VOTERS 

16.  LIST  OF  NON-REGISTERED  ABSENTEE  VOTERS 

17.  A  COPY  OF  THE  OATH  ISSUED  TO  A  VOTER  WHOSE  BALLOT  IS  CHALLENGED 

18.  REGISTRARS  OF  VOTERS  CERTIFICATES  AUTHORIZING  QUALIFIED  VOTERS  TO 
VOTE 

19.  CERTIFICATES  IN  CASE  OF  VOTING  MACHINE  ERROR  OR  FAILURE 

20.  CERTIFICATES  IN  CASE  THE  MACHINE  SEAL  OR  PROTECTIVE  COUNTER 
NUMBER  ARE  NOT  IN  AGREEMENT  WITH  THE  KEY  ENVELOPE 

21.  CERTIFICATES  IN  CASE  COUNTER  NUMBERS  ARE  NOT  ON  ZERO  PRIOR  TO 
OPENING  THE  POLLS 

22.  CHANGE  OF  ENROLLMENT  CARDS  AT  A  PRIMARY 

23.  ENVELOPES  FOR  VOTING  LISTS,  ABSENTEE  BALLOTS,  SPOILED  BALLOTS. 
CHALLENGED  BALLOTS,  TALLY  SHEETS 

24.  TOTAL  PRECINCT  TALLY  SHEETS 

25.  BLOCK  TALLY  SHEET  FOR  WRITE-IN  VOTES  (OPTIONAL) 

26.  BLOCK  TALLY  SHEET  FOR  ABSENTEE  AND  CHALLENGED  BALLOTS 

27.  SHARPENED  PENCILS  FOR  EACH  VOTING  MACHINE 

28.  RED  PENCILS  OR  PENS 

29.  RULERS 

30.  CLERK  S  ELECTION  RECORD 

31.  PAYROLL  SHEET 

32.  FIBERBOARD  BOXES 

33.  SEALS  FOR  FIBERBOARD  BOXES 

34.  RUBBER  STAMPS.  IF  ANY 

35.  TELEPHONE 

36.  ESCROW  BALLOT  ENVELOPE 
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B4. 

ARRANGE  THE  POLLING  PLACE 

The  voting  machines,  the  receptacle  or 
receptacles  for  the  Voting  Authority 
Certificates  and  the  ballot  box  must  be 
in  full  view  at  all  times.  Place  a  table 
at  the  entrance.  If  your  polling  place  is 
in  a  large  room  arrange  the  table  and 
chairs  and  voting  machines  so  that  the 
voting  area  is  clearly  defined.  Arrange  a 
guard  rail  with  rope  or  a  line  of  chairs  to 
prevent  unauthorized  people  from 
interfering  with  people  who  are  voting. 

B5. 

POST  THE  WARD  AND  PRECINCT  SIGN 
OUTSIDE  THE  ENTRANCE  TO  THE 
POLLING  PLACE 

PoUs  should  be  clearly  marked  by  a  large 
outdoor  sign. 

B6. 

SIGNS  TO  BE  POSTED 

Post  the  foUovmig  items  in  a  conspicuous 
place  inside  the  polls  but  outside  the 
guard  rail: 

a.  specimen  ballots:  three  for  each 
party  in  primaries  and  three  for  other 
elections. 

b.  three  copies  of  ballot  questions 
submitted  to  the  voters  (usually  included 
on  specimens) 

c.  three  "Instructions  To  Voters"  cards 

d.  three  "Penalties  Upon  Voter"  cards 

e.  "No  Smoking"  signs 


B7. 

SET  UP  CHECK-IN  TABLE 

Place  one  voting  list  and  the  Voting 
Authority  Certificates  on  the  check-m 
table  at  the  entrance;  make  certain 
there  are  enough  certificates  for  aH 
registered  voters  in  the  precmct.  At  a 
state  general  election  place  the 
Information  for  Voters  pamphlets 
on  the  check-in  table.  (There  should  be 
one  booklet  for  every  one  hundred 
registered  voters  in  the  precmct.)  .At  a 
state  primary  place  a  sufficient  amount 
of  change  of  enrollment  cards  on  the 
check-out  table.  A  demonstration  unit 
should  be  available  for  providing 
instruction  to  voters. 

B8. 

INSPECTORS 

The  warden  shall  appoint  two  inspectors 
of  different  parties  to  be  stationed  at 
the  entrance  to  the  voting  area.  One 
shall  be  in  charge  of  the  check-in  list 
and  the  other  shall  supply  each  voter 
with  a  Voting  .Authority  Certificate. 
Two  other  inspectors  of  different  parties 
may  receive  the  Voting  Authonty 
Certificates  and  deposit  them  m  the 
receptacle  when  escorting  the  voter  to  a 
machine. 

B9. 

KEYS  TO  THE  MACHINES 

At  least  half  an  hour  before  the  polls 
open  on  the  day  of  the  election  the  keys 
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to  each  voting  machine  in  the  precinct 
should  be  delivered  in  separate  sealed 
envelopes.  The  number  and  location  of 
the  precinct,  the  number  of  the  voting 
machine,  the  number  of  the  seal  which 
seals  it  and  the  number  that  is  registered 
on  the  protective  counter  should  be  on 
this  envelope. 

BIO. 

CHECK  THE  ENVELOPE  WITH  THE 
MACHINE 

At  least  one  election  officer  from  each 
political  party  must  examine  the 
envelope,  check  the  seal  on  the  machine 
and  compare  it  with  the  number  on  the 
envelope.  Check  to  see  that  the  number 
on  the  protective  counter  is  the  same 
number  recorded  on  the  envelope.  If  all 
the  numbers  are  the  same,  the  officer 
may  proceed. 


Bll. 

IF  THE  NUMBERS  DON' T  AGREE, 
NOTIFY  THE  TOWN  OR  CFFY  CLERK 

If  the  numbers  on  the  envelope  do  not 
correspond  with  those  on  the  machine  the 
city  or  town  clerk  must  be  notified. 
Either  the  clerk  or  a  custodian  appointed 
in  writing  by  the  clerk  must  come  to  look 
at  the  machdne  and  certify  that  it  is 
properly  prepared  and  set  for  the  election. 

B12. 

OPEN  THE  FRONT  OF  THE  MACHINES 
TO  SET  UP  VOTING  BOOTH 

Take  the  keys  out  of  the  envelope.  There 
are  three  separately  numbered  keys.  Both 
the  front  and  rear  doors  open  with  the  No. 
3  key.  There  is  only  one  way  to  open  the 
doors.  Put  the  smooth  side  of  the  key 
upwards  toward  the  center  of  the  lock, 
turn  up  the  lock,  turn  the  handle,  pull  the 
door  slightly  open,  return  the  handle  to 
closed  position,  turn  the  key  down  to  lock, 
pull  the  key  out. 

B13. 

SNAP  THE  CURTAINS  INTO  PLACE, 
TURN  ON  UGHT  AND  MAKE  CERTAIN 
THERE  IS  A  SHARPENED  PENCIL 
INSIDE  FOR  WRITE-IN  VOTES. 


B14. 

CHECK  THAT  THE  MACHINES  HAVE 
THE  PROPER  VOTING  MACHINE  STRIPS. 

Compare  a  specimen  ballot  to  the  strips 
on  the  machines.  Make  certain  every 
office  and  candidate's  name  is  the  same 
on  both.  If  they  do  not  correspond  call 
the  city  or  town  clerk. 

B15. 

EXAMINE  THE  WRITE-IN  ROLL 

Open  the  upper  rear  door  with  Key  \o.  3. 
Examine  the  wnte-in  roil  to  make  sure 
the  lower  roll  has  been  marked  either 
with  a  red  strip  or  a  signature  and  dated. 
If  not,  an  election  officer  should  mark  it. 

B16. 

TWO  TYPES  OF  AVM  MACHINES 

There  are  two  types  of  AVM  machines: 
printomatic  and  non-printomatic.  Make 
certain  you  follow  the  directions  which 
apply  to  your  particular  machine. 

B17. 

CHECK  COUNTERS 

A.  AVM  PRINTOMATIC  MACHINES 
1.  OPEN  THE  COUNTER 

COMPARTMENTS 
Remove  the  crank  from  the  box 
in  the  upper  left  hand  comer  of 
the  machine.  Put  the  crank  on 
the  stud,  which  is  located  by  the 
decal  on  the  middle  section  of 
the  right  hand  side  of  the 
machine,  and  turn  the  crank  all 
the  way  to  the  left.  This  should 
cause  all  the  vote  counters  to 
begin  at  zero.  Put  crank  away. 

2.  PULL  OUT  PROOF  SHEET 

At  least  two  election  officers  of 
different  political  parties  shall 
examine  the  pull-out  proof  sheet 
to  see  that  all  vote  counters  and 
the  inside  public  counter  read 
zero  and  that  the  proper 
machine  number  is  on  the  sheet. 
Candidates  or  their  authorized 
representatives  have  the  right  to 
check  the  numbers  within  one 

,  half  hour  before  the  polls  open. 


3.  KEEP  THE  PROOF  SHEETS 

The  warden  and  clerk  should 
examine,  sign  and  date  the  proof 
sheets  for  they  are  public 
information  which  candidates 
have  the  right  to  examine. 

4.  CLOSE  COUNTER 

COMPARTMENTS 
After  ail  the  counters  have  been 
checked  the  counter 
compartments  are  to  be  closed, 
locked  with  Key  No.  3  and  not 
opened  again  until  after  the  polls 
are  closed.  Keys  must  be  sealed 
in  their  proper  envelope  and  the 
envelope  stored  under  the 
protective  custody  of  the  warden 
or  police  officer. 

B.  AVM  NON-PRINTOMATIC  MACHINES 

OPEN  THE  REAR  OF  THE 
MACHINES 

With  Key  No.  3  open  the  center 
rear  door  to  expose  the 
candidate  and  question  vote 
counters. 


election  officers.  If  the  custodian  can  do 
so,  the  counters  should  be  returned  to 
zero. 

B19. 

BALLOT  BOX  EMPTY 

The  warden  publicly  opens  the  ballot  box 
and  examines  it.  It  should  be  shown  to  be 
empty  and  the  register  set  at  zero  to  the 
satisfaction  of  all  election  officers  and 
other  persons  present.  The  warden  closes 
and  locks  the  ballot  box  and  then  places 
the  ballot  box  crank  on  its  stud. 

B20. 

BALLOT  BOX  REGISTER 

The  clerk  records  the  examination  and 
condition  of  the  ballot  box  in  the  clerk  s 
Election  Record  and  records  the  register 
number  on  the  ballot  box  before  any 
ballots  are  cast.  The  number  of  absentee 
ballots  received,  for  use  if  machines  fail 
or  as  challenged  ballots,  is  also  recorded. 

B21. 

BALLOT  BOX  KEY 


3. 


CHECK  COUNTERS 
Two  election  officers  of 
different  political  parties  check 
the  counters  which  will  be  used 
in  the  election  to  see  if  they  are 
on  zero.  See  the  specimen 
ballots  to  determine  which  rows 
and  columns  are  to  be  used. 
Candidates  or  their  authorized 
representatives  have  the  right  to 
check  the  counters  within  one 
half  hour  before  the  polls  open. 

CLOSE  AND  LOCK  THE 
CENTER  AND  UPPER  REAR 
DOORS  USING  KEY  NO.  3. 


Bl8 

IF  THE  COUNTERS  ARE  NOT  ON  ZERO, 
RECORD  INFORMATION 

If  any  of  the  counters  other  than  the 
protective  counter  are  not  on  zero,  then 
the  number  and  letter  of  the  counter 
together  vrith  the  number  registered  on 
the  counter  should  be  recorded  in  the 
clerk's  Election  Record  and  signed  by  the 


The  warden  must  lock  the  box  and  give 
the  ballot  box  key  to  the  police  officer. 
The  officer  shall  keep  the  key  until  the 
polls  close. 

B22. 

BALLOT  BOX  LOCKED 

The  ballot  box  must  remain  locked  or 
sealed  throughout  the  day. 

B23. 

OPEN  ON  TIME 

It  is  important  to  open  on  time  even  if 
some  things  usually  done  beforehand  must 
be  done  after  the  polls  open. 

\ 

B24. 

CALL  FOR  ASSISTANCE 

If  there  are  any  questions  during  the  day. 
call  the  town  or  city  clerk  or  election 

commissioners  at  . 

(phone  number) 
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c. 

DURING 
THE  VOTING 
HOURS 


Cl. 

DECLARE  POLLS  OPEN  AND  READY 
MACHINES  FOR  VOTING 

Cut  seal  and  remove  seal  from  the 
entrance  button.  Activate  the  voting 
machine  using  Key  No.  2.  Seal  the  keys  in 
their  proper  envelope.  The  warden  or 
police  officer  retains  custody  of  the 
envelope. 

The  warden  shall  declare  the  polls  open  in 
a  loud  voice. 

C2. 

WHO  MAY  VOTE 

Anyone  whose  name  appears  on  the  voting 
list  is  qualified  to  vote.  Be  sure  to  check 
the  supplementary  votmg  list.  For 
information  on  absentee  voters  who  wish 
to  vote  in  person  or  on  military  and 
federal  service  personnel  who  register 
late,  see  C25  and  C26. 


LIST  OF  QUALIFIED  VOTERS 


.tT    C«tiM  IKkar*  C 


la  J 


HaOauall  IMIttb 


a..i*i 

B..JM 

■•..2T0 
0..2TO 

o..rro 

»..2T0 
0..*T2 

•..rr* 


tartlatt  (avla  > 
lartlalt  narlaa  1 
Canar  nalaa  I 
,.T    B»rla  U<ar« 
,.T    Barla  MiaM  n 
,.7  'lut*  Haaalalaa  0 
.11    Sulltraa  narla  i 
.11    tvtlar  Narla  P 


Laarr  laaa  I 
Laarr  Uw4  » 
Uaarr  HUllaa  f 
Crmmttrt  m  laaaal 
maaar  'raaala  J 
■laaar  rrmmmiM  J 
lUacar  «alaa  a 
■laaar  ■ 
■laaar 


C3. 

VOTER  STATES  NAME  AND  ADDRESS 

The  voter  must  announce  his  address  and 
name  to  the  inspector  m  charge  of  the 
check-in  voting  list. 

C4. 

LOOK  FOR  THE  NAME  ON  THE  VOTING 
LIST 

The  inspector  finds  the  name  and  repeats 
it  loudly  and  clearly.  If  it  is  a  pnmar\- 
the  inspector  announces  the  party  as  well. 
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C5. 

NAME  NOT  ON  LIST 

If  the  name  of  a  person  attempting  to 
vote  is  not  on  the  voting  list: 

a.  Check  the  main  and 
supplementary  voting  lists  again 
to  be  sure. 

b.  Check  to  make  sure  the  person  is 
at  the  right  polling  place.  If  not, 
give  directions  to  the  correct 
one. 

c.  Call  the  city  or  town  clerk '  s 
office  to  see  if  the  person  should 
be  allowed  to  vote  by 
certificate.  Before  doing  so,  ask 
the  person  for  proper 
identification.  If  the  person 
shows  proper  identification 
(including  a  driver's  license, 
recent  utility  bill,  rent  receipt 
or  lease,  or  any  other  printed 
identification  which  contains  the 
person's  name  and  address),  and 
if  the  clerk's  office  confirms 
previous  registration  by 
telephone,  complete  a 
certificate  form,  attach  it  to  the 
voting  list,  allow  the  person  to 
vote  and  note  this  in  th'e  clerk's 
election  record. 

Persons  not  allowed  to  vote  by 
certificate  should  be  given  the 
choice  of  going  to  the  city  or 
town  clerk '  s  office  or  of 
marking  an  escrow  ballot. (See 
section  C6.) 

C6. 

ESCROW  BALLOTS 

If  a  person  claims  the  right  to  vote  in  this 
precinct,  but  is  not  allowed  to  vote  for 
any  reason  (for  exaimple,  name  already 
checked  as  having  voted  or  unable  to  vote 
by  certificate  as  in  section  C5)  you  must 
allow  that  person  to  mark  an  "escrow 
ballot." 

Use  a  regular  paper  ballot.  Administer 
the  challenged  voter's  oath  to  the 
person. 


"You  do  solemnly  swear  (or 
affirm)  that  you  are  the 
identical  person  whom  you 
represent  yourself  to  be, 
that  you  are  registered  in 
this  precinct  and  that  you 
have  not  voted  in  this 
primary  (or  election). 
Write  "escrow"  on  the  back  of  the 
ballot,  and  have  the  person  add  his 
or  her  name  and  address.  After  the 
person  has  marked  the  ballot,  do  not 
cast  it  in  the  ballot  box.  Place  it 
in  an  envelope  marked  "escrow 
ballots,"  and  seal  this  envelope 
after  the  polls  close.  Note  this  in 
the  clerk "s  election  record. 

C6.5. 

YOU  MAY  REQUEST  IDENTinCATION 

If  so  instructed  by  the  city  or  town  clerk 
or  election  commission,  you  may  request 
written  identification  from  any  voter. 
Identification  requests  should  not 
descriminate  in  any  way,  but  should  be 
entirely  random  or  based  on  reasonable 
suspicion.  Suitable  identification  includes 
a  driver's  license,  recent  utility  bill,  rent 
receipt,  lease,  or  any  other  printed 
identification  which  contains  the  voter's 
name  and  address. 

If  voters  fail  to  present  suitable 
identification  when  requested,  they  must 
still  be  allowed  to  vote,  but  you  or  any 
other  person  may  challenge  their  right  to 
vote.  For  challenge  procedures,  see  C21. 

C7. 

MARK  THE  NAME  ON  VOTING  LIST 

Check  the  voter's  name  on  the  voting  list 
by  making  a  mark  in  front  of  the  name  or 
by  drawing  a  line  through  the  name. 

C8 

INDICATE  PARTY  ENROLLMENT 

In  a  primary,  the  voter  votes  on  the  ballot 
of  the  party  in  which  he  is  registered.  An 
unenrolled  or  independent  voter  may 
choose  to  vote  on  the  ballot  of  any  party. 
Ask  unenrolled  or  independent  voters  on 
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which  party's  ballot  they  choose  to  vote. 
Mark  a  D  (Democrat)  or  R  (Republican) 
next  to  the  names  of  unenroUed  or 
independent  voters  when  they  indicate  a 
party  preference.  Explain  to  the  voters 
who  inquire  that  they  may  change  their 
enrollment  after  voting  by  filling  out  a 
card  available  at  the  polls,  which  then 
must  be  transmitted  to  the  city  or  town 
clerk. 


C9. 

HAND  THE  VOTER  A  NUMBERED 
VOTING  AUTHORITY  CERTIFICATE 


UOAItO  or  ■IGUTRAIU  Of  VOTIM 


Cl3. 

INSTRUCTION  AND  ASSISTANCE  TO 
VOTERS 


ClO. 

DIRECT  VOTER  TO  MACHINES 

Voter  gives  his/her  Voting  Authority 
Certificate  to  the  inspector  who  will 
deposit  it  in  the  box  provided  either 
centrally  or  attached  to  each  machine.  If 
the  machine  contains  ballot  labels  for 
both  parties  in  a  primary,  the  inspector 
sets  the  primary  lever  to  the  proper 
party.  The  inspector  presses  the  entrance 
button  to  the  machine.  The  inspector  will 
then  allow  the  voter  to  enter  the  machine 
booth,  close  the  curtain  and  vote. 

Gil. 

ONE  PERSON  PER  VOTING  MACHINE 

Only  one  person  is  adlowed  in  a  voting 
machine  booth  except  when  assistance  is 
provided  to  a  physically  disabled  or  blind 
person  or  to  a  voter  who  cannot  read  or 
who  cannot  read  English. 

C12. 

TIME  ALLOWED 

Voters  are  allowed  five  minutes  to  vote  if 
others  are  in  line  and  ten  minutes  if  there 
are  no  voters  waiting.  Election  officers 
may  tell  a  voter  that  he/she  is  talking  too 
long  to  vote  and  ask  him/her  to  leave  or 
have  him  removed.  If  a  Line  of  voters 
forms  enforce  this  rule  equally.  If  there 
is  no  Line,  you  may  be  more  lenient. 


A.  INSTRUCT  VOTERS 

In  accordance  with  the  law.  an  election 
official  may  answer  questions  and  instruct 
the  voter  on  the  proper  method  of  voting 
by  machine.  Use  a  voting  machme  or  the 
small  demonstration  model  to  illustrate 
voting  on  the  machine  and  direct  voters 
to  the  specimen  ballots. 

B.  INSTRUCTION  IS  DIFFERENT 
FROM  ASSISTANCE 

Instruction  consists  of  mforming  the  voter 
in  the  proper  method  of  voting  by 
machine.  Assistance  is  actually  doing  it 
for  a  voter.  A  voter  must  cast  his/her 
own  vote  except  as  permitted  by  law. 

C.  ASSISTANCE  TO  VOTER 

If  a  voter  asks  for  assistance  in  voting  due 
to  blindness,  physical  disability,  inability 
to  read  or  read  EngUsh  he  or  she  mav  be 
assisted  by  a  person  of  his/her  own  choice 
or  by  two  election  officers  of  different 
parties. 

D.  DO  NOT  INFLUENCE  VOTER 
Election  officers  shall  not  in  any  manner 
request  or  seek  to  persuade  or  influence 
any  voter  to  vote  for  or  against  any 
person  or  political  party  or  ballot  question. 

C14. 

IF  A  VOTER  REQUESTS  ASSISTANCE 
AFTER  ENTERING  THE  VOTING 
MACHINE  BOOTH 

Two  election  officers  of  different 
political  parties  may  assist  the  voter  in 
the  voting  booth. 


11 


C15. 

COMMON  PROBLEMS  REPORTED  BY 
VOTERS 

A.  HANDLE  WILL  NOT  MOVE  TO 
THE  LEFT  TO  OPEN  CURTAINS 

This  usually  means  the  voter  has  returned 
the  pointers  to  their  original  positions 
thinking  this  will  register  the  vote. 
Instruct  the  voter  to  leave  the  pointers  in 
the  voting  position  with  the  X' s  showing 
and  then  push  the  red  handle  to  the  left. 

B.  A  POINTER  FOR  A 
PARTICULAR  CANDIDATE 
WILL  NOT  MOVE 

In  most  cases  this  is  because  the  voter  has 
opened  a  write-in  slot  by  accident  not 
realizing  this  will  lock  the  pointers  for 
that  office.  If  that  is  not  the  case,  ask 
the  voter  to  return  all  the  pointers  for  that 
office  to  their  original  position  and  have 
the  voter  try  again.  If  problems  persist 
then  two  election  officers,  one 
representing  each  party,  wiU  need  to  be 
present  to  check  out  the  pointers  to  be 
sure  they  do  not  work.  Test  as  foUows: 

1.  TEST  WRITE-IN  SLOTS 

First,  test  all  the  pointers  for  the  office 
which  the  voter  has  identified  as  having 
an  inoperable  pointer.  If  they  are  locked 
test  to  see  whether  the  write-in  slot  for 
that  office  is  loose  and  moves  easily.  If 
the  slot  moves  easily  it  has  been  opened. 
Determine  whether  or  not  a  write-in  vote 
has  been  cast  for  that  office.  If  not,  test 
vote  pointers  for  all  other  offices  to 
check  whether  the  voter  has  written-in 
votes  for  any  office.  Do  not  open  a 
write-in  slot  that  has  not  previously  been 
opened.  If  ail  the  pointers  for  the  other 
offices  operate  then,  no  write-in  votes 
have  been  cast  for  those  offices. 

2.  MOVE  VOTER  TO  ANOTHER 
MACHINE 

If  the  voter  has  simply  opened  a  write-in 
slot  by  accident  or  to  'peek"  and  no 
write-in  votes  have  been  cast  he/she  may 
be  allowed  to  use  another  machine. 


3.  MAKE  OUT  AND  SIGN  A 

CERTIFICATE  OF  MACHINE 
FAILURE 

Move  all  the  voted  offices  and  candidates 
back  to  their  original  positions  so  that  no 
votes  will  be  recorded.  You  may  then 
push  the  large  red  handle  on  the  first 
machine  back  to  the  left  to  release  the 
machine  for  use  by  another  voter. 
However,  a  Certificate  should  be  made 
out  and  signed  explaining  what  occurred. 
One  vote  should  be  subtracted  from  the 
Public  Counter  at  the  end  of  the  day.  The 
event  should  be  recorded  in  detail  in  the 
clerk's  Election  Record. 

C.  A  VOTER  REPORTS  THAT 
THERE  IS  ALREADY  A 
WRITE-IN  UNDER  A  SLOT 

This  will  mean  that  the  paper  roil  has 
become  loose  from  the  lower  roller  so 
that  the  paper  did  not  turn  properly  as  the 
previous  voter  registered  her/his  vote. 
This  problem  requires  the  attention  of  the 
Voting  Machine  Custodian  (see  Cl6). 
Have  the  voter  use  another  machine. 
After  the  custodian  repairs  the  machine  a 
Certificate  of  Voting  Machine  Failure 
must  be  made  out  and  signed.  The  event 
should  be  recorded  in  detail  in  the  clerk  s 
Election  Record.  The  Voting  Machine 
Custodian  will  tell  you  how  many  votes 
should  be  subtracted  from  the  Public 
Counter. 

Sometimes  a  name  will  not  fully  revolve 
out  of  sight  when  the  receiving  paper  roll 
is  small.  There  is  nothing  an  election 
official  can  do  to  correct  this  during  the 
election. 

D.  A  VOTER  OPENS  THE 
CURTAINS  BY  PUSHING  THE 
LARGE  RED  HANDLE  TO  THE 
LEFT  AND  THEN  REPORTS  A 
PROBLEM 

There  is  nothing  you  can  do  for  him/her 
except  to  sympathize.  The  voter  has 
"registered"  his/her  vote.  No  voter  after 
having  registered  his/her  vote  and 
emerging  from  the  machine  shall  be 
permitted  to  re-enter  it.  The  voter  must 
have  voted  for  at  least  one  candidate  or 
have  cast  at  least  one  write-in  vote  or 
the  handle  would  not  have  moved. 
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C16. 

VOTING  MACHINE  FAILURE 

A.  CALL  VOTING  MACHINE 
CUSTODIAN 

If  the  voting  machine  is  not  operating 
properly,  the  warden  should  call  the 
Voting  Machine 

Custodian.  Do  not  try  to  solve  the 
problem  yourself.  Two  election  officers 
-each  representing  a  different  party- 
should  be  present  while  the  custodian  is 
repairing  the  machine.  These  officers 
must  fill  out  and  sign  a  Certificate  of 
Voting  Machine  Failure. 

B.  CERTIFICATE  OF  VOTING 
MACHINE  FAILURE 

A  certificate  should  contain  the 
following  information: 

1.  A  statement  that  the  machine  failed  to 
operate  properly 

2.  The  reason  for  the  failure  (the 
custodian  will  tell  you  the  reason) 

3.  That  a  custodian  repaired  the  machine 

4.  The  number  of  the  machine 

5.  The  number  of  votes  which  should  be 
subtracted  from  the  Public  Counter  due 
to  the  failure.  (The  custodian  will  tell  you 
how  many.) 

This  certificate  must  be  preserved  with 
the  election  records  and  the  details  of  the 
event  recorded  in  the  clerk's  Election 
Record. 

C.  ALL  ELECTION  OFFICERS 
SIGN  ORDER  WHEN  MACHINE 
IS  PLACED  OUT  OF  SERVICE 

If  the  machine  cannot  be  put  back  into 
working  order  it  shall  be  placed  out  of 
service  for  that  election  and  a  statement 
that  the  machine  is  out  of  order  shall  be 
signed  by  the  election  officers  and  filed 
with  the  election  returns. 

0.  USE  ABSENTEE  BALLOTS  IF 

MACHINE  FAILS 
If  all  voting  machines  at  your  polling 
place  fail  to  operate  at  any  given  time 
you  must  continue  to  allow  voters  to  vote 
using  the  supply  of  absentee  ballots 
provided.  Write  on  each  absentee  ballot 
prior  to  giving  it  to  the  voter  the  words 


"Cast  due  to  machme  failure.  "  These 
ballots  should  be  placed  in  the  ballot  box 
and  counted  along  with  other  absentee 
ballots. 

As  soon  as  the  voting  machines  are 
returned  to  service  discontinue  use  of  the 
absentee  ballots.  Be  sure  that  the  details 
of  this  event  are  recorded  m  the  clerk  s 
Election  Record. 

C17. 

WRITE-INS 

A  voter  may  write  in  the  name  and 
address  of  a  person  not  listed  on  the 
ballot  in  the  provided  wnte-in  space.  The 
slots  for  write-ins  are  on  the  very  top  of 
the  machines.  Locate  the  slot  with  the 
same  number  as  the  one  on  the  office  for 
which  you  wish  to  write  in  a  name.  P'Jish 
up  the  metal  slide.  This  exposes  a  piece 
of  paper  upon  which  a  voter  can  write  the 
name  and  address.  Voters  should  not  lift 
the  metal  slide  unless  they  are  sure  they 
wish  to  write-in  a  name  because  once  the 
slide  door  is  opened  the  levers  for  that 
office  will  lock  and  the  voter  will  be 
unable  to  push  down  any  other  levers  for 
that  office. 

The  name  of  each  candidate  must  be 
included.  The  address  of  the  candidate 
should  be  included,  but  the  omission  of 
the  address  or  a  mistake  in  the  spelling  of 
the  name  or  the  address  does  not 
invalidate  the  vote  if  the  intent  of  the 
voter  can  be  determined. 
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Cl8. 

PUSH  HANDLE  TO  RECORJD  VOTE 

After  the  voter  is  certain  that  he/she  has 
made  all  the  choices  for  the  candidates 
and  questions  for  which  he/she  wishes  to 
vote,  the  voter  records  his/her  vote.  To 
do  this  the  voter  pushes  the  large  handle 
in  the  middle  of  the  machine  from  right 
to  left. 

Cl9. 

IWMBER  OF  VOTERS  ALLOWED 

When  all  the  voting  machines  are  filled, 
no  more  voters  than  twice 
the  number  of  voting  machines  provided 
are  permitted  inside  the  guard  rail. 

C20. 

CANDIDATES'  AND  THEIR  WORKERS' 
RIGHTS  AND  RESTRICTIONS 

A.  OBSERVERS 

To  achieve  the  legal  requirement  that  the 
election  be  held  in  public  view  observers 
are  allowed  inside  the  polling  place, 
outside  the  guard  rail,  unless  they  are 
disorderly  or  obstruct  the  access  of 
voters.  They  may  keep  notes  including 
voting  lists.  If  there  are  so  many  people 
who  wish  to  observe  that  they  obstruct 
voters  they  may  be  asked  to  cooperate  in 
collecting  information. 

B.  OBSERVERS  OUTSIDE  GUARD  RAIL 
All  obser  ers  are  to  be  outside  the  guard 
rail.  Only  voters  in  the  process  of  voting, 
election  officers  and  a  person  providing 
assistance  to  a  voter  may  go  within  the 
guard  rail  during  voting  hours. 

C.  VOTING  MACHINES  CLEAR  OF 
CAMPAIGN  LITERATURE 

Check  the  voting  machines  regularly  to 
see  that  no  one  has  left  any  literature  in 
the  booth.  Keep  the  polling  place  clear  of 
any  campaign  material. 

D.  CAMPAIGN  MATERIAL 

No  campaign  literature,  buttons,  signs  or 
other  material  regarding  the  ongoing 
election  may  be  displayed  within  150  feet 
of  the  building  entrance  door  to  the 
polling  place.  Wearing,  distributing  and 
posting  of  material  about  candidates  or 


questions  on  the  ballot  and  collecting 
signatures  upon  petitions  or  nomination 
papers  are  expressly  prohibited  in  the 
polling  place  and  within  150  feet  of  it. 
(MGL  Chapter  54,  section  65)  The  police 
officer  should  enforce  this  rule  under  the 
direction  of  the  warden.  Access  to  the 
polling  place  must  be  open  and 
unobstructed  and  the  voters  may  not  be 
hindered. 

C21. 

CHALLENGES 

A.  CHALLENGES  OF  THE  RIGHT 
TO  VOTE 

Any  election  officer  or  other  person  may 
challenge  a  person's  right  to  vote.  The 
challenger  may  challenge  an  absentee 
ballot  as  weU.  The  challenger  must  state 
the  reason  for  challengmg  the  right  of  a 
person  to  vote.  It  is  not  enough  to  simply 
say  that  the  person  is  not  qualified. 
Examples  of  legitimate  reasons: 
-this  person  is  not  old 

enough  to  vote; 
-this  person  is  not  a 

citizen; 
-this  person  should  have 
been  removed  from 
the  voting  list; 
-this  person  has  already 

voted; 
-this  person  is  not  the 
person  he  claims  to 
be. 

B.  ILLEGAL  CHALLENGES 
Challengers  should  be  aware  that  any 
person  challenging  a  voter  for  the  purpose 
of  intimidation  or  of  ascertaining  how  he 
or  she  voted  may  be  fined  up  to  $100. 
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C.  CHALLENGE  PROCEDURE 

Do  not  permit  the  challenger  and  the 
voter  to  engage  in  any  arguments.  When 
a  voter  is  challenged,  the  warden 
administers  the  following  oath  to  the 
challenged  person: 

"You  do  solemnly  swear  (or 
affirm)  that  you  are  the 
identical  person  whom  you 
represent  yourself  to  be,  that 
you  are  registered  in  this 
precinct,  and  that  you  have  not 
voted  in  this  primary  (or 
election). " 

The  person  who  is  challenged  cannot  use 
the  voting  machines.  Instead  the 
challenged  voter  should  be  given  an 
absentee  ballot  with  the  word 
"challenged"  stamped  or  written  on  the 
face.  The  warden  requires  the  challenged 
person  to  write  his/her  name  and  present 
residence  on  the  outside  of  the  ballot. 
The  warden  adds  the  name  of  the 
challenger  and  the  cause  for  the 
challenge,  where-upon  the  voter  may 
receive  the  ballot.  No  statement  shall  be 
made  or  information  given  by  any  person 
as  to  how  the  person  voted.  The  clerk  of 
the  precinct  shall  record  in  the  clerk' s 
Election  Record  the  name  and  residence 
of  every  person  who  is  challenged  and  has 
voted.  The  election  officers  in  charge  of 
the  voting  list  mark  the  letters  "CV  "  next 
to  the  challenged  voter's  name  on  the 
voting  Ust.  The  ballot  is  then  deposited  in 
the  ballot  box. 

C22. 

PERSONNEL  PERMITTED  WFTHIN 
GUARD  RAIL 

1.  Election  officials 

2.  Voters  in  the  process  of  voting 

3.  Police  officers  with  the  permission  of 
the  warden 

4.  Representatives  of  the  clerk's  office 
C23. 

INFORMATION  BY  ELECTION 
OFFICERS  PROHIBITED 

Before  the  public  declaration  of  the  vote, 
no  election  officer  shall  make  any 
statement  regarding  the  number  of  votes 


cast,  the  number  of  votes  given  to  any 
person,  the  name  of  any  person  who  has 
voted  or  whose  name  has  not  been 
checked  or  of  any  other  fact  tending  to 
show  the  state  of  the  polls.  The  only 
number  which  may  be  given  is  the  number 
on  the  last  Voting  Authority  Certificate 
or  on  the  public  counter. 

C24. 

PROCESSING  ABSENTEE  BALLOTS 

A.  DELIVER  ABSENTEE  BALLOTS 
The  absentee  ballots  are  delivered  during 
the  day  and  not  later  than  one  hour  after 
the  polls  close. 

B.  ABSENTEE  BALLOTS  TO  BE 
PROCESSED 

The  city  or  town  clerk  determines  the 
validity  of  the  absentee  ballot.  It  is  not 
the  responsibility  of  the  precmct  officials 
to  determine  this.  If  a  ballot  is 
transmitted  to  the  polls  the  election 
officers  are  to  process  it  through  unless 
the  person's  name  has  been  marked  on 
the  voting  list  as  havmg  voted  in  person 
or  the  name  is  not  on  the  votmg  list. 
Inform  the  city  or  town  clerk  if  the  name 
does  not  appear  on  the  votmg  list. 

C.  WARDEN  PROCESSES 
ABSENTEES 

The  warden  is  free  to  process  absentee 
ballots  whenever  there  is  free  time,  from 
the  time  the  polls  open  in  the  mormng  and 
throughout  the  day.  Do  not  count  any 
ballots  until  after  the  polls  close.  No 
ballots  may  be  removed  from  the  ballot 
box  until  the  polls  are  closed. 

D.  CHECK  THE  VOTING  LIST 

Be  sure  that  the  name  of  the  person  who 
signed  the  absentee  ballot  envelope  is  on 
the  voting  list. 

E.  MARK  THE  VOTING  LIST 
Note  that  the  letters  AV  or  SAV  have 
already  been  written  in  front  of  the 
absent  voter  s  name.  Make  a  mark  beside 
the  name  of  the  voter  to  indicate  the  vote 
has  been  cast.  Announce  in  a  loud  voice 
the  name,  and  address  and  party  in  a 
primary  of  each  absentee  voter. 


F.  OPEN  INNER  ENVELOPE 
Open  the  ballot  envelope  carefully  so  you 
do  not  deface,  mark  or  tear  the  ballot. 

G.  ONE  BALLOT  PER  ENVELOPE 
The  ballot  envelope  must  not  contain 
more  than  one  ballot.  If  more  than  one 
ballot  is  in  the  envelope  none  of  the 
ballots  is  counted.  Those  ballots  are  put 
in  the  spoiled  ballot  envelope  along  with 
other  rejected  ballots. 

H.  CHALLENGING  OF  ABSENTEE 
BALLOTS 

If  an  absentee  ballot  is  challenged  when 
cast  in  the  precinct  the  procedure  is  the 
same  as  that  outlined  in  section  C2lc 
except  that  the  name  and  address  of  the 
absent  voter  is  to  be  written  on  the 
ballot-  not  the  envelope-  by  the  warden. 
After  this,  the  ballot  is  deposited  in  the 
ballot  box. 

L       .    REMOVE  BALLOT  AND  PLACE 

IN  BALLOT  BOX 
Remove  each  ballot  from  its  envelope 
without  unfolding  or  examining  it. 
Present  the  ballot  to  the  ballot  box 
inspector  who  will  wind  it  into  the  ballot 
box  face-up  with  the  name  of  the 
community,  ward  and  precinct  showing. 
Keep  the  envelope  separate. 

J.  ABSENTEE  ENVELOPES 

RETURNED  TO  ELECTION 
AUTHORITY 
Place  the  ballot  envelopes  in  the  proper 
container.  Do  not  throw  anything  away. 

C25. 

ABSENTEE  VOTERS  WHO  SEEK  TO 
VOTE  IN  PERSON 

When  a  person  who  has  been  sent  an 
absentee  ballot  tries  to  vote  in  person  at 
the  election  precinct  officers  will  see 
opposite  his/her  name  on  the  voting  list 
the  designation  AV  or  SAV.  They  must 
refuse  to  let  him/her  vote  and  they  should 
refer  him/her  to  the  city  or  town  clerk. 
If  the  city  or  tov^m  clerk  determines  that 
this  person  may  be  allowed  to  vote  in 
person  a  certificate  will  be  issued  to  the 
voter  which  the  voter  must  present  to  the 
warden  in  order  to  vote  in  person.  The 
warden  shall 


securely  attach  the  certificate  to  the 
voting  list  and  duly  note  that  the  voter,  in 
fact,  voted  in  person. 

C26. 

"SPECIALLY  QUALIFIED  VOTERS"  WHO 
REGISTER  LATE 

An  active  member  of  the  armed  forces 
(and  spouse  and  dependents), 
Massachusetts  residents  who  were  absent 
from  the  state  at  the  close  of  registration 
and  who  have  returned  since  and  prisoners 
whose  incarceration  ended  after  the 
registration  closed  prior  to  an  election 
may  be  registered  by  the  registrars  of 
voters-until  4:00  p.m.  on  the  day  before 
the  election.  Since  it  is  too  late  to  add 
their  names  to  the  voting  lists  the 
registrars  of  voters  will  give  them  a 
certificate  entitled  "Supplementary 
Registration".  This  certificate  of 
registration  is  to  be  given  to  the  warden 
at  the  polling  place  who  then  attaches  it 
to  the  voting  list.  In  cases  where  the 
these  voters  are  applying  for  absentee 
ballots  the  certificate  is  attached  to  the 
voting  List  before  it  goes  to  the  precinct 
and  the  procedure  on  election  day  is  the 
same  as  for  a  regular  absentee  voter. 

C27. 

ANNOUNCE  THE  POLLS  CLOSED 

Announce  the  polls  closed  at  the 
designated  time. 

C28 

PEOPLE  IN  LINE  MAY  VOTE 

Each  person  in  line  when  the  polls  close 
must  be  allowed  to  vote.  If  possible,  all 
waiting  voters  should  be  inside  the  polling 
place.  The  police  officer  may  either 
stand  at  the  end  of  the  line  and  move 
along  toward  the  inspector  until  the  last 
person  eligible  has  voted  or  may  hand 
out  certificates  stating  that  the  person 
was  in  line  when  the  polls  closed  at  8:00 
p.m.  All  voters  must  leave  the  area 
within  the  guard  rail  as  soon  as  they  have 
voted. 


C29. 

LOCK  MACHINES  AGAINST  VOTING 

Immdediately  after  the  polls  close  and  ail 
voters  in  line  have  voted,  lock  the 
machines  against  voting  using  Key  No.  2. 
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D. 


AFTER 
THE  POLLS 
CLOSE 


Dl. 

VOTES  COUNTED  CONTINUOUSLY 

The  tabulation  of  the  votes  is  to  occur  in 
the  polling  place.  The  tabulation  is  to 
continue  without  intermission  until  ail  the 
votes  are  counted  and  the  results  are 
announced.  All  workers  devote  their 
attention  to  this  process. 

D2. 

PUBUC  MAY  OBSERVE  COUNTING 

The  general  public  is  allowed  inside  the 
polling  place  after  the  polls  close.  The 
public  must  observe  from  outside  the 
guard  rail.  Only  election  officers  may 
touch  voting  machines.  All  votmg 
machines  must  be  kept  m  full  view  of  the 
public  while  the  counting  is  going  on. 

D3. 

PREPARING  TO  COUNT  THE  VOTES 

Do  not  rush  but  strive  to  be  efficient. 
The  clerk  should  plan  ahead  and  be 
prepared.  The  tables  should  be  placed 
where  there  is  good  light  for  recording 
the  vote.  The  clerk  recording  the  vote 
should  use  only  a  red  pen  or  pencil. 

Place  the  tally  sheets  and  the  adding 
machine  the  clerk's  table. 

D4. 

TAKE  COUNT  OF  VOTERS 

The  election  officer  in  charge  of  the 
voting  list  counts  audibly  and  distinctly 
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the  number  of  names  checked  and 
announces  the  totaJ  number.  The  clerk 
record  of  the  number  of  voters  on  the 
check-in  list  should  balance  with  the  total 
number  of  Voting  Authority  Certificates 
given  out  and  the  number  on  the  ballot 
box  register. 

D5. 

READ  AND  RECORD  THE  NUMBER  ON 
THE  PUBUC  COUNTER  WHICH  IS 
LOCATED  ON  THE  SIDE  OF  EACH 
MACHINE 

On  the  AVM  machines  there  is  a  public 
counter  inside  the  vote  counter 
compartment  as  well  as  on  the  outside  of 
the  machine.  The  number  is  recorded  on 
the  total  precinct  tally  sheet  and  in  the 
clerk  s  Election  Record. 

D6. 

READ  AND  RECORD  THE  NUMBER  ON 
THE  PROTECTIVE  COUNTER 

.After  you  read  off  the  number  on  the 
protective  counter  subtract  from  it  the 
number  which  you  recorded  in  the 
morning  before  the  polls  opened.  That 
total  should  be  the  same  as  the  public 
counter  total.  Record  the  final 
protective  counter  number  in  the  clerk's 
Election  Record  and  on  the  #7  key 
envelope. 

D7. 

NUMBER  OF  VOTERS  SHOULX)  EQUAL 
THE  TOTAL  OF  THE  VOTES  ON  THE 
VOTING  MACHINES 

The  total  number  of  voters  who  were 
checked  in  on  the  voting  lists  should  equal 
the  sum. of  the  number  of  votes  recorded 
on  the  voting  machine  public  counters  and 
the  number  on  the  ballot  box  register. 
Note  discrepancies  due  to  machine  failure 
or  other  circumstances  in  the  clerk's 
Election  Record. 

D8. 

SEAL  CHECKED  VOTING  LISTS  IN 
ENVELOPE 

After  tallying  the  voting  list,  place  the 
tallied  voting  list  in  the  envelope  provided 


for  that  purpose.  Seal  the  envelope.  The 
warden  and  clerk  sign  the  certificate. 
Keep  this  envelope  separate. 

D8.5. 

ESCROW  BALLOT  ENVELOPE  (see  C6). 

Count  the  number  of  escrow  ballots;  do 
not  count  votes  on  these  ballots.  Indicate 
on  the  outside  of  the  envelope  the  number 
of  escrow  ballots  it  contains.  Seal  this 
envelope. 

D9. 

OPEN  THE  VOTING  MACHINES  AND 
RECORD  THE  RESULTS  ON  TALLY 
SHEETS 

(Read  Section  A  or  B  below-  whichever 
applies  to  your  machines) 

A.  AVM  PRINTOMATIC  MACHINES 

1.  REMOVE  THE  PRINTER  PACK 
In  order  to  remove  the  printer  pack 
election  officers  remove  the  crank 
from  the  upper  rear  compartment. 
They  place  the  crank  on  the  stud" 
and  move  it  to  the  right  which  moves 
the  platen  across  the  counters  and 
records  the  votes.  They  should  tear 
off  the  original  sheet  of  the  printer 
pack  and  give  it  to  the  clerk.  The 
copy  should  be  posted  for  the  public 
to  examine  for  at  least  an  hour. 

2.  READ  THE  RESULTS  OUT  LOUD 
One  teller  should  read  the  counter 
results  out  loud  from  the  printer  pack 
copy  in  the  order  the  offices  are 
arranged  on  the  machine.  Read  the 
number  of  the  office  and  the  number 
of  votes  recorded. 

3.  RECORD  NUMBERS  ON  THE 
TOTAL 

TALLY  SHEET 
As  each  vote  for  public  office  or 
ballot  question  is  read  aloud  it  should 
be  recorded  on  the  total  tally  sheet, 
one  machine  pack  at  a  time,  by  a 
teller  of  a  different  political  party 
than  the  reader. 

4.  THERE  MAY  BE  OTHER 

INSPECTORS  TO  WATCH  THE 
READING  AND  RECORDING 
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5.  CHECK  TOTALS 

When  the  counting  of  each  machine  is 
completed  the  total  votes  cast  on 
that  machine  should  be  the  same  as 
the  number  on  the  machine  public 
counter  less  any  subtraction  for 
machine  failure. 

6.  CHECK  FOR  WRITE-INS 
After  counting  the  votes  for  the 
listed  candidates  the  warden  should 
then  see  if  there  are  any  write-ins. 
If  there  are  write-in  votes  they  will 
appear  on  the  lower  roll  of  the  two 
paper  rolls  beneath  the  crank  storage 
box,  which  is  located  at  the  top  rear 
of  the  machine.  If  the  lower  roll  still 
shows  the  date  and  signatures  from 
the  morning  there  are  no  write-in 
votes.  In  this  case  the  upper  rear 
door  should  be  locked.  If  the 
signatures  do  not  show,  there  have 
been  write-in  votes. 

If  there  are  write-in  votes  they 
should  then  be  read. 

7.  REMOVE,  READ  AND  RECORD 

WRITE-INS 
Make  pencil  mark  on  the  upper  roU. 
Pull  out  latch  "A"  in  the  machine. 
Turn  both  the  upper  and  lower  roUs 
until  the  pencil  mark  shows  on  the 
lower  roll.  Fold  the  paper;  then  cut 
across  it  where  the  pencil  mark  was 
made.  Pull  the  paper  on  the  lower 
roll  of  the  machine;  this  has  the 
write-ins  on  it.  Push  in  latch  "A". 
Tellers  then  read  and  record  the 
write-in  votes  directly  onto  the  total 
tally  sheet.  See  section  D33  for  valid 
write-in  criteria. 

In  some  communities  a  separate 
block  tally  sheet  is  used  for  recording 
write-in  votes  and  then  the  totals  are 
transferred  to  the  total  tally  sheet. 

09. 

B.     AVM  NON-PRINTOMATIC 
MACHINES 

1.     OPEN  THE  VOTING  MACHINES 


2.  EXPOSE  COUNTERS 

With  Key  No.  3  open  center  rear  door 
to  expose  the  counters.  Read  from 
right  to  left  starting  at  the  top. 
reading  across  and  then  working 
down,  naming  the  column  number, 
letter  and  number  registered  on  each 
counter.  Read  ail  the  counters  used 
in  that  election. 

3.  TWO  TELLERS  READ  TOTALS 
Station  two  tellers,  one  from  each 
party,  in  a  position  so  that  they  can 
easily  see  the  votes  as  they  are  being 
read  from  the  machines.  .As  the 
tellers  read  the  votes  aloud  the  clerk 
records  the  votes  in  red  on  the  total 
tally  sheet.  A  teller  of  the  other 
party  may  observe  the  clerk. 

4.  CHECK  WRITE-INS 

Check  write-in  paper  behind  upper 
rear  door.  If  red  sticker  or  signature 
can  still  be  seen,  close  the  lock  door 
using  Key  No.  3. 

5.  REMOVE  WRITE-INS 

If  a  red  sticker  or  signature  cannot 
be  seen  there  are  write-m  votes  and 
the  election  officers  unroll  and  cut 
the  paper  from  the  lower  roll.  Unroll 
an  additional  foot  or  so  of  paper  by 
turning  the  upper  roller  away  from 
you  while  you  pull  the  free  end  of  the 
paper.  Cut  paper  just  below  the 
lower  roll. 

6.  READ  AND  RECORD 
WRITE-INS 

Record  write-in  votes  directly  onto 
the  total  tally  sheet.  See  section 
D33  for  valid  write-in  criteria.  In 
some  communities  a 
separate  block  tally  sheet  is  used  for 
recording  write-m  votes  and  then  the 
totals  are  transferred  to  the  total 
tally  sheet. 

010. 

TOTAL  MACHINE  AND  WRITE-IN 
VOTES  ON  TOTAL  TALLY  SHEET 
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Dll. 

CANDroATES  CAN  CHECK  THE  VOTES 
ON  THE  MACHINES 

A  candidate  for  public  office  whose  name 
appears  on  the  machine  or  his/her 
representative  authorized  in  writing  can 
check  the  vote  count  on  the  machines  for 
one  hour  after  the  announcement  of  the 
vote. 

D12. 

CLOSE  THE  MACHINE 

Close  and  lock  the  doors  to  the  counter 
and  write-in  compartments,  using  Key 
No.  3. 

D13. 

REMOVE  ABSENTEE  AND 
CHALLENGED  BALLOTS  FROM  THE 
BALLOT  BOX 

The  warden  unlocks  the  ballot  box  with 
key  received  from  the  police  officer.  The 
warden  removes  all  ballots  in  the 
presence  of  other  election  officers. 
Check  to  see  that  ballots  are  cancelled. 

D14. 

DIVIDE  THE  BALLOTS  INTO  BLOCKS  OF 
A  CONVENIENT  NUMBER 

In  addition,  in  a  primary,  separate  the 
ballots  by  party  and  then  separate  each 
party  s  ballots  into  an  amount  which  is 
convenient  to  handle. 

D15. 

DO  NOT  TEAR  OR  MARK  ANY 
ABSENTEE  BALLOT.  DO  NOT  OPEN 
THE  ABSENTEE  BALLOTS  WHILE 
SEPARATING  THEM. 

D16. 

CLERK.  NUMBERS  EACH  BLOCK  TALLY 
SHEET  AND  BLOCKS  OF  BALLOTS 

In  a  primary,  in  addition  to  the  numbers, 
label  the  sheets  and  blocks  of  ballots  D  or 
R. 


D17. 

COUNT  BY  TEAMS 

Two  tellers  of  different  parties  maJce  a 
team;  both  review  each  absentee  ballot. 
One  person  reads  the  vote  and  the  other 
records  the  tally.  Only  the  teller  actually 
marking  the  tally  sheet  is  to  have  any 
marking  device;  that  device  may  only  be  a 
red  pencil  or  pen. 

D18. 

USE  RED  PENCILS  OR  RED  INK 

Give  out  red  pencils  or  red  pens;  remove 
all  other  pencils  and  marking  devices 
from  the  counting  tables. 

D19. 

BLOCKS  OF  ABSENTEE  AND 
CHALLENGED  BALLOTS 

Each  team  receives  a  block  of  no  more 
than  fifty  absentee  ballots,  the 
corresponding  block  tally  sheet  and  a  long 
manila  envelope.  The  envelope  should 
have  a  block  number  and,  if  it  is  a 
primary,  a  D  or  R  on  the  front. 

D20. 

ONE  TELLER  READS  BALLOTS  ALOUD 

Count  each  ballot  in  its  entirety  before 
proceeding  to  the  next  ballot.  Begin  with 
the  office  at  the  top  of  the  ballot.  Read 
aloud  the  name  of  the  candidates  selected 
by  the  voter.  Continue  readmg  each 
office  aloud  in  turn.  Count  all  offices  on 
one  absentee  ballot,  then  proceed  to  the 
next.  Keep  the  absentee  ballots  in  the 
order  counted,  one  through  fifty. 

D21. 

METHODS  OF  COUNTING  BALLOTS; 
INTENT  OF  VOTER  RULES 

The  courts  have  ruled  that  if  the  intent  of 
the  voter  can  be  discerned  votes  for  that 
office  are  to  be  counted.  For  specific 
information  on  valid  marks  see  D29  to 
D31. 
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D22. 

ACCEPTABLE  METHOD  OF 
RECORDING  VOTES 

Use  red  pencil  or  red  pen.  Teller  reads 
absentee  ballot  #1  and  marker  records  all 
votes  for  selected  candidates  or  blanks  in 
column  #1,  Counter  reads  absentee  ballot 
#2  and  marker  records  vote  in  first 
vacant  consecutive  space  on  the  tally 
sheet  for  that  candidate.  Continue 
counting  one  ballot  at  a  time  working  to 
the  right  using  consecutive  boxes  as 
selected  candidates  are  called  until  the 
entire  stack  of  ballots  is  completely 
tallied. 


023. 

ALTERNATE  METHOD  OF  RECORDING 
VOTES 

Use  red  pencil  or  red  pen.  Teller  may 
record  votes  in  the  space  corresponding  to 
the  order  in  which  the  ballot  appears  in 
the  block.  Teller  reads  absentee  ballot  #1 
and  marker  records  all  votes  for  selected 
candidates  or  blanks  in  column  #1.  Teller 
reads  absentee  ballot  #2  and  marker 
records  all  votes  for  selected  candidates 
or  blanks  in  column  #2.  Continue 
counting  one  ballot  at  a  time  working  to 
the  right  using  the  box  corresponding  to 
the  order  of  the  ballot  within  the  block. 
This  continues  and  votes  for  the  50th 
absentee  ballot  will  be  entered  in  column 
#50. 

D24. 

TALLY  BLANK  VOTES 

When  a  voter  does  not  cast  a  vote  for  a 
candidate  that  uncast  vote  for  that  office 
is  tallied  as  a  blank.  If  there  is  more  than 
one  vacancy  to  be  filled,  there  must  be  a 
vote  tallied  for  a  candidate  or  for  a  blank 
so  that  the  total  tally  for  that  office 
equals  the  number  of  vacancies  to  be 
filled.  If  a  vote  for  an  office  is  spoiled  or 
defective  it  too  is  tallied  as  a  blank. 
Make  certain  each  vote  is  recorded  either 
in  a  candidate  space  or  m  a  space  for 
blanks  on  the  tally  sheet. 


025. 

TOTAL  THE  TALLY  MARKS  FOR  EACH 
OFFICE 

Record  the  total  number  of  tally  marks  m 
each  line  for  each  candidate  for  each 
office.  Total  all  candidates   votes  and 
blank  votes  in  each  office.  If  one  person 
is  to  elected  the  sum  of  the  votes  for  the 
candidates  plus  the  blanks  should  equal 
fifty  when  counting  a  block  of  fifty 
absentee  ballots.  When  two  persons  are 
to  be  elected  to  an  office  then  aJi  the 
votes  plus  the  blanks  should  equal  100  in 
blocks  of  fifty  absentee  ballots.  The  last 
block  counted  may  be  incomplete  and  so 
may  contain  fewer  votes. 

026. 

TOTALS  MUST  BALANCE 

If  the  totals  do  not  balance  go  back  over 
the  ballots,  one  by  one,  re-reading  them 
aloud  to  find  mistakes. 

027. 

TELLERS  SIGN  BLOCKS 

After  completing  and  agreeing  to  the 
totals  both  tellers  sign  their  block  sheet 
and  block  envelope. 

Then  they  place  the  ballots  and  the  tally 
sheet  in  the  manila  ballot  envelope  and' 
return  it  to  the  clerk. 

028. 

NEW  BLOCKS  OF  VOTES 

After  returning  the  set  of  absentee 
ballots  and  the  block  tally  sheet  to  the 
clerk  get  another  set  if  necessary. 

029. 

COUNT  ALL  VAUD  ABSENTEE  AND 
CHALLENGED  BALLOTS 

All  ballots  are  to  be  counted  accurately 
as  marked.  A  ballot  may  not  be  re)ected 
for  any  technical  error  if  it  is  possible  to 
determine  the  voter  s  choice  even  though 
the  ballot  may  be  slightly  soiled  or 
defaced.  All  votes  should  be  counted  for 
the  persons  for  whom  they  were  mtended. 
so  far  as  the  intent  can  be  clearly 
ascertained  from  the  ballots  themselves. 
(Note  special  case  m  section  D31.)  Use 
the  following  rules  to  determme  mtent. 
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D30. 

VAUD  VOTING  MARKS 

a.  If  a  cross  "X"  is  marked  on  a  ballot  in 
an  imperfect  manner  it  shall  be  counted  if 
it  is  possible  to  determine  the  intention  of 
the  voter  from  the  mark. 


SMITH 


JONES 


b.  Count  an  imperfect  cross  as  a  valid 
vote  if  the  apex  of  the  cross  would  be  in 
the  box  for  the  candidate.  Count  it  as  a 
blank  if  the  apex  is  on  the  line. 


SMITH 


JONES 


c.  The  mark  is  also  valid  outside  the 
square  if  it  is  near  enough  to  the  square 
or  in  line  with  the  name  such  that  it 
indicates  the  intent  of  the  voter. 


SMITH 


JONES 


a.  A  double  cross  is  valid  if  it  is 
distinguishable  from  an  attempt  to 
obliterate  a  previous  mark. 


can 
ma. 
cou 
or  c 


SMITH 


JONES 


Ot 

ire 


e.  Cross  marks  are  a  directive  of  the  law 
and  are  not  mandatory.  The  uniform  use 
of  a  mark  other  than  X"  is  clearly  a 
valid  marking  of  the  ballot.  The  shape  of 
the  mark  may  change  somewhat  or  be 
somewhat  irregular  and  still  be  considered 
uniform  and  therefore  valid. 

f.  When  there  is  a  different  kind  of  mark, 
i.e.,  a  bcdlot  marked  with  checks  and 
crosses  intermingled,  the  marks  may  be 
valid. 


SMITH 


JONES 


g.  Erasures  and  obliterations.  When  two 
candidates  have  marks  and  one  of  the 
marks  is  erased  or  obliterated  the  ballot 
counts  for  that  office  only  if  the  erasure 
or  obliteration  is  complete. 

D31. 

INVALIDATING  MARKS 

If  a  voter  writes  his/her  name  or  marks 
his/her  absentee  ballot  with  the  letters  of 
the  voter's  name,  clearly  these  are 
distiguishing  marks  which  identify  a 
voter.  Any  mark  clearly  designed  to  let 
election  officers  know  that  a  certain 
person  voted  in  a  certain  way  invalidates 
the  absentee  ballot.  Record  a  blank  vote 
for  every  office  and  question  on  that 
ballot. 

D32. 

OVER- VOTED  OFFICES 

No  votes  shall  be  counted  for  an  office 
when  a  voter  votes  for  more  candidates 
than  are  to  be  elected.  An  over-vote  is 
to  be  tallied  as  a  blank  vote.  Count  the 
rest  of  the  valid  votes  for  other  offices  on 
the  ballot. 

Dsa. 

WRITE-INS 

A  write-in  or  sticker  vote  shall  be 
counted  whenever  the  Intent  of  the  voter 
can  be  reasonably  determined.  The  name 
of  the  candidate  must  be 
included.  The  address  of  the  candidate 
should  be  included,  but  the  omission  of 
the  address  or  a  mistake  in  the  spelling  of 
the  name  or  the  address  does  not 
invalidate  the  vote  if  the  intent  of  the 
voter  can  be  determined.  An   X  "  is  not 
required  beside  the  name  but  an  "X"  will 
not  invalidate  the  vote. 
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D34. 

COMPLETING  THE  TALUES 

The  clerk  and  warden  enter  the  results  of 
each  block  of  absentee  ballots  on  the 
total  tally  sheet  in  red.  After  each  block 
is  recorded  seal  ballots  and  block  tally 
sheet  in  envelope. 

D35. 

THE  CHALLENGED  AND  ABSENTEE 
VOTES  SHOULD  BE  RECORDED 
SEPARTELY  FROM  THE  VOTING 
MACHINE  TOTALS  ON  THE  TALLY 
SHEETS 

D36. 

TOTAL  RESULTS 

To  get  the  total  results  add  the  machine 
totcds.  which  include  any  write-in  votes 
on  the  machines,  and  the  absentee  and 
challenged  votes.  Record  these  totals  on 
the  total  tally  sheet. 

D37.  . 

WARDEN  AND  CLERK  SIGN  TOTAL 
TALLY  SHEET 

After  all  votes  have  been  checked  and 
tallied,  write  the  date,  ward,  precinct  and 
city  or  town  on  the. total  tally  sheet.  The 
warden  and  clerk  then  sign  the  total  tally 
sheet. 

D38. 

PLACE  TOTAL  TALLY  SHEET  INTO 
ENVELOPE 

The  warden  and  clerk  place  the  total  tally 
sheet  in  an  envelope:  seal  it  and  sign  the 
outside  of  the  envelope.  Keep  this 
envelope  separate. 

D39. 

RECORD  FINAL  COUNTER  NUMBERS 
IN  CLERK'S  ELECTION  RECORD 

The  clerk  s  Election  Record  should 
contain  the  final  protective  counter 
numbers,  the  public  counter  numbers  and 
the  seed  numbers  from  all  the  machines. 
The  public  counter  numbers  are  recorded 
on  the  total  precinct  tally  sheet  and  in 
the  clerk's  Election  Record. 


D40. 

CLERK  COMPLETES  ALL  OFFICIAL 
RECORDS 

D41. 

CLOSE  AND  SEAL  THE  AVM  MACHINES 

1.  If  the  seal  is  on  the  outside  of  the 
machine,  close  front  of  machme  and 
lock  front  door  using  Key  No.  3. 

2.  Talce  package  #7  (machine  key 
envelope).  Remove  envelope  7A  and 
take  out  a  new  machine  seal.  Take 
envelope  7C  and  fill  out  the  form 
entering  the  machine  number, 
precinct  number  if  any,  poll  location, 
new  seal  number  and  the  number  on 
the  protective  counter.  Seal  the 
machine.  If  the  seal  is  inside  the 
front  of  the  machine,  close  and  lock 
front  door  using  Key  .Vo.  3. 

3.  Place  machine  keys  N'os.  2  &  3  in 
envelope  and  seal  it.  Place  the 
sealed  envelope  m  the  container  with 
the  official  election  material  or  in 
the  custody  of  the  warden. 

4.  Repeat  steps  1  through  3  for  each 
machine. 

D42. 

SEAL  ALL  OFnCL\L  ELECTION 
MATERIAL  IN  BOX 

All  official  election  materials  which  were 
used  to  tally  the  final  vote  must  be  placed 
in  a  container 

for  transportation  to  the  city  or  town 
clerk  s  office.  These  materials  include 
sealed  block  envelopes,  the  escrow  ballot 
envelope,  absentee  ballot  envelopes, 
certificates,  unused  and  spoiled  ballots 
and  printer  pack  sheets,  if  anv.  The  total 
tally  sheet  and  the  sealed  envelope 
contaming  the  checked  voting  list  should 
not  be  put  m  this  box. 

D43. 

ANNOUNCE  FINAL  RETURNS 

Officials  should  wait  until  tally  sheets 
balance  before  announcing  anv  vote 
totals.  The  warden  or  the  clerk 
announces  the  final  returns  m  a  loud  voice. 


D44. 

PAYROLL  RECORDS 

In  some  communities  the  clerk  completes 
the  payroll  records. 

D45. 

TAKE  DOWN  SIGNS 

Take  down  the  precinct  sign  at  the 
entrance  to  the  polling  place  and  other 
cards  put  up  before  the  polls  opened. 

D46. 

PACKAGE  ALL  OTHER  ELECTION 
SUPPLIES 

Place  pencils,  pens,  extra  printer  pack 
sheets  (if  applicable)  and  any  other 
election  supplies  in  the  container  supplied 
by  the  election  authority  for  the  return  of 
all  election  materials.  Securely  fasten 
the  container. 

D47. 

DO  NOT  THROW  ANYTHING  AWAY 
D48. 

KEEP  VOTING  MACHINE  KEYS 
SEPARATE 

Keep  voting  machine  keys  in  their 
envelopes  so  that  the  numbers  can  be 
checked  at  the  next  election. 


D49. 

KEEP  PAYROLL  SHEET  SEPARATE 


D50. 

SUPPLIES  RETURNED 

Arrangements  for  returning  supplies  are 
made  locally. 
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